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PAGE '
NO. 1. /

. Requesting Agency

COMPTROLLER OF THE TREASURY

2, Division or BuArequ of Requesting Agency
INCOME TAX DIVISION, Auditing Ssction

3. Authorization Requested (Check only one of: the squares below).

A

1 Dispose of present accumulation. No .
additional accumulation is antici-

pated. Records have ceased to have volue

to warrant retention,

B
. Establish retention schedule for re-
' cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated

Microfilm

and destroy originals,

Originals if not microfilmed would be
retained for the period of time indicated.

4 5. Description of Records 6. Recommendation
I t m Describe records accurately. Include title, form number, size of documents, of Hall of Records
€ work or activity to which the records relate, inclusive dctes and quantity and Board of .Public
No. (cubic or linear feet). Show recommended retention penod . Works.
1. | NUMERICAL REGISTERS
Siger 12" x 14" x 3" volumes
Dates: 1937 = -
Quantitys 836 volumes (280 cubic fee'c, est.)

File Arrangement: Chronological by year, by series, and
numerical by account number therein
Anmial Accumulation: 60 volumss (est.)

Disposable Amounts 200 volumes (100 cubic feet), est.

Audit: State

Numerical Reglisters are prepared on IBM tabulating equipment. Pach
Register sheet tabulstes information from approximately a dozen tax
returns, This information facilitates the checking and auditing of
returns. The Registers covering individual taxpayers consist of
tvo primary series--the "Refund" and the "Full Pay®. The Refund
Reglsters give the taxpayert's account number, his name snd address,
the amount of the refund, and the number of the check sent to the
taxpayer. The Full Pay Reglsters give the taxpayer!s account number,
nams and address, total tax, tho balance due and remitted with the
retwrn, and the amount of tax which has been withheld., In some
instances additional asséssments are shoun. Other Register series
include the "Installmant,” "Non-taxable,? and "Corporation.® The
recammendation below appiies to all Register seriles.

APPROVED
HALL OF RECORDS COMMISSION

RECOMMENDATION: RETAIN FOR TEN YEARS AND THEN DESTROY.
7. Age jwision or Bureau Representative
S M_ Chief - Income Tax Division 7, C -6 o
V4 Signature Title Date
hedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
cords Commission. Public Works.

7/ ;4 Zif o)
Date

M% Sy,

Archivist

0C7 5 1960

Date
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6. Recommendation
of Hall of Records
and Board of Public

4,
|temn

5. Description of Records
Describe records accurately. Include title, form number, size of documents
work or activity to which the records relate, inclusive dates, and quantity
Show recommended retention period.

{cubic or linear feet).

Works.

CANCELED TAX REFUND OHECB

Si.zes IBM card gize

. Quantity:
File Arrangement: Numerical by check number
. Annual Accumulations
Disposabls Amount: 160 cubic feet (est.)

Audit. Sta'oe

Tax Refund Checks are retumed to tha Income Tax Division after
Checks are currently prepared on IBM

payment and cancellation.
Each check shows the check mumber, the account number,

card stock,
the name and address of the payee, the date, the amount of the
rerund,andtnenamo.fthebankupmwm.chthe check is drawn.

'RETAIN FCR THREE YEARS OR UNTIL AUDITED, WHICHEVER

RECOMMENDATION:
‘ IS LATER, AI\ID THEN DES'I'ROY.

Dates: 195 |
700 filing trays (approx.) or 350 cubic feet
160 £iling trays (est.) or 80 cubic ift.

APPROYV ED
HALL oF RECORDS CoOMMmISSION
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NO.
PAGE
NO. 1.

¢

Requesting Agency

COMPTROLLER OF THE TREASURY

2. Division or“Bu-requ of Requesting Agency
INCOME TAX DIVISION, Auditing Section

3. Authorization Requested (Check only one of the squares below).

A

Dispose of present accumulation. No
additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention. :

Establish retention schedule for re- Microfilm

cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicoted

and destroy originals.

Originals if not microfilmed would be
retained for the period of time indicated.

4, ‘ 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents of Hall of Records
work or activity to which the records relote inclusive dates and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. - Works.
1. | NUMERICAL REGISTERS

Sige: 12¢ x 1!4" x 3" volumes

Dates: 193

Quantity: 836 vo].umsa (280 cwbic feet, est. )

Flle Arrangements Chronological by year, by series, and
- - numarical by account number therein

Anmial Accumilation: 60 volumes (est.)

Disposable Amount: 200 volumss (100 cubic teet) » 88t

Audit: State

Numerical Registers are prepared on IBM tabulating equipment. ERach
Register sheet tabulates information from approximately a dozen tax
returns. This information facilitates the checking and auditing of
returns. The Registers covering individual taxpayers consist of
tvo primary series-—-the "Refund” and the "Full Pay”., The Refund

Registers give the taxpayer's account number, his name and address,
the amount of the refund, and the number of the check sent to the

taxpayer. The Full Pay Registers give the taxpayer's account number,

nams and address, total tax, the balance due and remitted with the
return, and the amount of tax which has been withhsld. In some
instances additional asssssments are shoun. Othar Reglister series
include the "Installment," "Nonetaxable,® and *Corporation.? The
recommendation below appiies to all Reglster series.

RECOMMENDATION: REIAIN FOR TEN YEARS AND THEN DESTROY.

APPROVED
HALL OF RECOKDS. COMMISSION

vision or Bureau Representative
/ Chief - Income Tax Dnvubn

f——é 6o

Signature Title

Date

chedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
‘ecords Commission. Public Works.
PR || . QY | o5 o
Date Archivist Date

Secretary Zé/ b f

\
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6. Recommendation
of Hall of Records

and Board of Public

Works.

4.

. Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dotes, and quantity
Show recommended retention period.

{cubic or linear feet).

. i tem

CANCELED TAX REFUND CHECKS -

2.

Sizes IBM card size

Dates: 1955 - =

Quantity: 700 filing trays (approx.) or 350 cubic feet -
File Arrangement: - Numerical by check number

Annual Accumulations
Disposablse Amount: - 160 cub:!.c feet (est.)
hudit: State _

Tax Refund Checks ars returned to ths Inccme Tax Division a.fter
. Checks are currently prepared on IBM
card stock, i ’
ths name and address of the payee, the date, the amount of the
refund, and tie nams uftbebankupcnvmichthecheckis drawm.

RECOMMENDATION¢
- IS LATER, AND THEN DES’I'ROY.

B’JAPD CF PL;BLL&_ o

oCr 5 1960

160 £iling trays (est.) or 80 cubi.c

payment and cancellatian.
Eachh check shows the check mmber, ths a_ccmmt numbeX',

RETAIN FOR THREE YEARS OR UNTIL AUDITHJ, HHICHEVH!

ey @"ég{m;,&v
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